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Overview

1.1 WELCOME

Welcome Customer Administrator. This manual will show you how to manage your account with Colorado Interactive
including changing account information, billing information and managing your users. This information is also available on
our Registered Services site. All account management is done through our Customer Database. (CDB)

Access Registered Services Page:

http://www.colorado.gov/reqistration/

Log into Customer Data Base (CDB):

https://cmbs-admin.soltn.cdc.nicusa.com/co/cust-admin/login.html

1.2 CUSTOMER SUPPORT

Phone

303-534-3468
Toll free: 800-970-3468
(Available Monday — Friday, 8:00 am — 5:00 pm)

Email
support@www.colorado.gov

Mail
Colorado Interactive

600 17" Street, Suite 2150 South
Denver, CO 80202

Colorado Welcome to Colorado.gov
The Official Site of the State of Colorado
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2 Adding a User

This function allows the Customer Administrator to add a new user at anytime. The Customer Admin will issue a username and
password to the new user. At that point the Customer Administrator will fax the activation form Colorado Interactive to activate
that user.

2.1.1 Colorado.gov Homepage-Access the Registered Services page

Colorddo

Tiha Offciad Stato Wob Portal

About Colorada

Work Live Play

Colorado Business
Express

a The quick, and easy way to start a business
i the State of Coloradlo. T, W

Search Coloradi

Bank

Work for the State/of

Secretar
\ Colorado

| of state

My State
Legislature

= Search for a Current Legislative
Search for a bill B -

Bills | 1 Bills |

|

Enter words to search for in th

Colorado
State Budget

‘Transparency
Online Project

Colarado ¢ | Archived Sessions |

Get Connected Help Center Alerts

Colorado Lottery

s Got Help Tratfic & Weather
Regiatored servicos ciuzen Preparedness
& Twitter state Agencies Emergency Management

State Agency Search
state Employes Directory.
Foodback

Homeland Security

Cyber security

e Flicla

Provide

Feedback » 212 1rwaliy

511 Trasmic
811 Dig

LOTTO oaisz01z
64 ‘07 o 17 1

GASIIE 04182012

View tull lottery rasults =

2.1.2 Registered Services Page-Access Account Management page

Get Help
State Agonclos

Colorado | ey -

The Officlal

About Cc

Home » Registered Services

Colorado.gov Registration

Some of the online sarvices offered to Coloradans by Colorada.gav are eyailable only chroush
process. with Col provides quick and expedient access to

fatbRAL sarices Wi the Cehvenikace 6 Bne mb iy bILTEYSY Want4s shoe timé and

money, keep track of searches performed within your office and have a simplified billing

process, become a registered user today!

« Why Reglster?

* Register Now

= How much time and money can you save by registering?

Calculate your savings now!

gi |
Access Registered ‘
Services I

e or oo |
Account |
Management

‘ Registration ‘

| Agreement |

= This site uses Adobe PDF Technology.

To download a current version of Acrobat, please click on the following icon:

‘ New User Info Packet |
‘ Contact Colorado.gov }

Get Connected Help Center Alerts Colorado Lottery
T Got Holp Tratfic & Weather POWERBALL oanuzor:

Registered services

citizen Proparedness

a
Powerball: 29 Power Play:

| Twitter State Agencies Emergency Management MEGA MILLIONS
s State Agency Search Homeland Security oz
A 5 2 Mo Dalt: 0 Megaplier: 04
Foadback MATOHPLAY oanrzoiz
7'20 26
Provide 211 Health,
Feedback » LOYTO osnazorz
s11 Trafie 08 07 os 17 19 3
811 Dig CASHS 04/18/2017

© 2012 State of Colorado T

ContactUs  Policies

02 09 11 17
View full lottery results »

Colorado

Welcome to Colorado.gov
The Official Site of the State of Colorado
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2.1.3 Registered Services Page-Access Customer Data Base (CDB)

Get Help
 State Agencies

Colorado | |Q Em

‘The Official State Web Portal

Account Management

To manage your Colorado.gov registration account, refer to the following resources:

= Customer Data Base (CDB) - Login required

« Customer Administrator User Guide £

« Billing Options
o Adda User 1

« Account Terms and Conditions %I

« User Activation Notice T

== « Deactivate a User )
‘ « Gambling Intercept User Activation Form
WSS+ Change General Information
‘ « Change Billing Information

*If a Customer Administrator’s password is lost or forgotten, they must contact Colorado
Interactive.

" » Change a User Password T

Colorado Welcome to Colorado.gov
The Official Site of the State of Colorado
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2.1.4 Log into CDB (Customer Data Base)-Enter username and password

o
the people

Powerful Partnerships
behind T
LN [ OF e Government

Login to Your CDB Account

2.1.5 Select Customer
NIC:.

— e

DASHBOARD

Colorado Yegmetocoradogar
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2.1.6 Select Users

NiCz=.
235

CUSTOMER SUMMARY

General Information

Home > Customers > Customer Summary

ng Information
)sers Customer Information
Pay Online
Customer Name: ABC Company Customer Number: 100361
Contact Name: Smith John Phone: 123-456-
Contact Email: johnsmith@abccompany.com Secondary Phone:
Status Code: Active Fax:
Date Activated: 08/27/2009 Customer Address: 123 Main
NIC Customer; Denver, C
Status Changed; 08/27/2009 UsA
Primary NAICS Code: Secondary NAICS Code:

Aging Information

Balance 0-30 Days 31-60 Days 61-90 Days

Address Information

Address 1: 123 Main St
Address 2:

City: Denver
State/Province: Colorado
Postal Code: 80202
Country: UsSA

Phone Information

Phone: 123-456-7890
Secondary Phone:

Fax:

Maohila:

2.1.7 Select Add User

.
NIC=:.

L8 % -
L

General Information

)

Home > Customers > Customer Summary > Users

Billing Information
Users Customer Information
EaylOniine] Customer Name:  ABC Company Customer Number: 100361
Total records: 2 page 1o 1
Login Type Phone | Status
idoe Jane Doe User Inactive
Ismith. John Smith Customer Admin johnsmaith@abccompany.com Active

First | Previous | Next | Last

Colorado Yegmetocoradogar
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2.1.8 User Details

Please fill in user information and choose Submit.

Ny Profile : jsmith

ADD USER

Home > Customers > Customer Summary > Users > Add User

Customer Information

Eayinilic] Customer Name: ~ ABC Company Customer Number: 100361

Add User
1D:
Login: * ’—‘ ( Login should be at least 4
characters. )
Password: * Generate
e S =7
\—‘ at least 5

Last Name: characters. Current strength
Email: requires at least one letter be

upper case and one lower case. )
Status:* Active =

The following section is optional, but f data is entered into this section the fields with an * are required.
Address Information

i —

State/Province:” | Colorado =] [
Poalcoder
Country: wsa [+

The following section is optional, but f data is entered into this section the fields with an * are required.
Phone Information

Nl —
Secondary Phone: [ |
pox: [E—
— [
pager: —
Altemate Number: || Description: | |
Altomate Number 2 || Descripions | |

Colorado Yegmetocoradogar
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3 Deactivate User

Customer Administrator Account Management 2.0
05/01/2012

This function allows the Customer Admin to deactivate any user at any time.

3.1.1 Colorado.gov Homepage-Access Registered Services page

Colorado
e e

About Colorado

Colorado Business

Express

The quick, and easy way to start a business
-ade

| Secretary
of State

ov. John

Hickenloc

Saarch Colaratis joi}
Bank

‘Work for tha State of
Colorado

Find a State Agend

State News 16

do General Assembly

Search for a bill ntatives | Galendars |

gislative Council
Economics | Redistricting (

[E=8

Committees

Committees | Contact

Enter words to search for In the text nf

Colorado Rovised Statutos
About .

ton Information | Legal Topics |

Bills | Contact Information

Alerts
Traffic & Weather

Help Center
Got Help
Citizon Proparedncss

Emergency Management

Roglatered services
state Agencies
Agency search

Fooabacik
211 1walih
511 Trammie
811 Dig

Provide
Feedback »

3.1.2 Registered Services Page-Access Account Management Page

My
Neighborhooc

Colorado
State Budget Online

State
Legislature

Search for a Current Legislative
Bill -

ate Auditor | Joint

Transpar

Colorado Lottery

LOTTO oatsz012
94 07 o 17 19 38

GABIE 04182012
(A e

View fulllottory results =

Colorado

Tho Officlal State Wob Portal

Get Help
State Agencies

e
(8 &

| Colorado.gov
Registration

Access Registered
Services
} Register for Services ‘

Account
Management

Colorado.gov Registration
Some of the online services offered to Coloradans by Colorado.gov are avallable only through

process. with Colorad. provides quick and expedient access to
fee-based services with the convenience of one monthly bill. If you want to save time and
money, keep track of searches performed within your office and have a simplified billing
process, become a registered user today!

= Why Register?
* Register Now

= How much time and money can you save by registering?
Calculate your savings now!

Registration
Agreement
‘ New User Info Packet ‘
‘ Contact Colorado.gov ‘

Get Connected

K3 racenook

= This site uses Adobe PDF Technology.
To download a current version of Acrobat, please click on the following icon:

Colorado Lottery

POWERBALL 0418/2012
20 22 39 46 49
Powerball: 29 Power Play:

Alerts
Tratfic & Weather

Help Center
Got Help.

Registered Services citizen Proparedness

|k Twitter State Agencies Emergency Management MEGA MILLIONS
State Agency Search Homeland Security O 32,48
oo Elice State S % 3 Mega Ball: 02 Megaplier: 04
Feedback MATCHPLAY 0411772012
06 17 20 26 27 28
grovide 211 Health.
Feedback » LO¥TO 04182012
511 Traffic 04 07 08 17 19 38
811 Dig CASHE 04182012
02 09 11 17 27
View full lottery results »
2012 State of Colorado T Contact Us  Policies

Welcome to Colorado.gov
The Official Site of the State of Colorado

Colorado
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3.1.3 Loginto CDB (Customer Data Base) —Enter your username and password

[y :
. the people Powerful Parthnerships
LT (O eCovernment ™

Login to Your CDB Account
T
Password: [ ]

Forgot my password

3.1.4 Select Customer

DASHBOARD

3.1.5 Select Users

.o
NIC=
et

AR D

Home Customers Repors

CUSTOMER SUMMARY

General Information

Billing Information Home > Ci s > Customer Summary
ﬂm Customer Information

Pay Online
Customer Name: ABC Company Customer Number: 100361
Contact Name: Smith John Phone: 123-456-
Contact Email: johnsmith@abccompany. com Secondary Phone:
Status Code: Active Fax:
Date Activated: 08/27/2009 Customer Address: 123 Main
NIC Customer; Denver, C
Status Changed; 08/27/2009 UsSA
Primary NAICS Code: Secondary NAICS Code:

Aging Information
Balance 0-30 Days 31-60 Days 61-90 Days

Address Information

Address 1: 123 Main St
Address 2:

City: Denver
State/Province: Colorado
Postal Code: 80202
Country: UsA

Phone Information
Phone: 123-456-7890
Secondary Phone:
Fax:
Maohila-

10
Colorado Yegmetocoradogar
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3.1.6

Customer Administrator Account Management 2.0

User Deactivation

Find the user you wish to deactivate in user list and click on their ‘Active’ link once as shown below.

.
NIC==

BBRD

Home Customers Reports

S Q

Logout

General Information
Billing Information
Users

Pay Online

Home > Customers > Customer Summary > Users
Customer Information

Customer Number: 100361

Customer Name: ~ ABC Company

page 10of 1

Add User Add Multiple

Total records: 2

Email Phone| Status.

Login Type

jdoe Jane Doe Active
John Smith Active

Customer Admin johnsmaith@abccompany .com

First | Previous | Next | Last

The page will automatically refresh and display the user as ‘Inactive’.

NiCz—

ARG

S Q

Home  Customers Reports Logout
Senamlinomation Home > Customers > Customer Summary > Users
Billing Information
Users Customer Information
Pay Ouline Customer Name:  ABC Company Customer Number: 100361
page 1of 1

Total records: 2

Login Type Phone | Status

First | Previous | Next | Last

jdoe. Jane Doe User Inactive
John Smith Customer Admin johnsmaith@abccompany.com Active

Colorado

The Official Site

Welcome to Colorado.gov

of the State of Colorado

05/01/2012
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4 Change Password

This function allows the Customer Admin to change any user’s password at anytime.

4.1.1 Colorado.gov Homepage-Access Registered Services page

Colorado = e

v. John
Colorado Business lickenlooy
S Express

* The quick, and easy way to start a business
in the State of Colorado.

Find Work in Colorade
Search Coloradar's Job
Bank

Ry Work for tha State of
Golorado.
Find a State Ageney

State

State News 16] Calendar Legislature

Search for a bill

|

Legislative Resources
Torm Limits | G tional Reforer

Enter words to search for In the text
of the bills. Only bills that contain

this text will be returned. tive Legal

ate Auditor | Joint

Budget Committee

o Audi

Golorads ¢ Az hiv Colorado Transparency
b g State Budget Online Project
Help Center Alerts Colorado Lottery
Get Help Tratfic & Weather POWERBALL ocannzoiz
2622 30 a6 ds
Reglstored Servicos Citizon Proparedness Powarball: 25 Power Play:
|, Twitter state Agencies Emergency Management Lisoma
Stnte Agency Gearch Homeland security o
- Flca g
state y
Feodback
rovise 211 1ol
Feedback » LOTTO osiszoiz
11 Trarmic 64 07 0s"17"15 3
811 Dig GABIE 03182012

View fulllottery rasults =

4.1.2 Registered Services Page-Access Account Management Page

Get Help
State Agonclos

Colorado | Jex r

Tho Officlal State Wob.

i oess, Work | Live Play

L

Home » Registered Services

Colorado.gov Registration

| Colorado.gov Colorado.gov Registration
| Registration
Some of the online services offered to Coloradans by Colorado.gov are available only through
a process. with Colorado.gov provides quick and expedient access to
fee-based services with the convenience of one monthly bill. If you want to save time and

‘ Access Registered ‘
Services | money, keep track of searches performed within your office and have a simplified billing
I process, become a registered user today!

rvi

* Register Now
Account

Management = How much time and money can you save by registering?
Calculate your savings now!

Registration

rreertiont = This site uses Adobe PDF Technology.

To download a current version of Acrobat, please click on the following icon:

‘ New User Info Packet ‘
‘ Contact Colorado.gov ‘

Get Connected Help Center Alerts Colorado Lottery
= Got Holp Tratfic & Weather POWERBALL oa718:2012
[ Facebook 20 22 30 46 a
Rogisterod Services Citizen Proparedness el sy
| Twitter State Agencies Emergency Management REGA MILLIONS
0417120:
e State Agency Sedrch Homeland Security TR
State £ . 3 Mega Ball: 02 Megaplier: 04
resbac: MATGHPLAY 04172012
06 17 20 26 27 28
Provide 211 Health
Feedback » LOTTO 03182012
511 Tratfic 03 07 os 17 13 38
811 Dig CASHSE 04/18/2012

02 09 11 17 27
View full lottery results »

©2012 State of Colorado T=  ContactUs  Policles

Colorado Welcome to Colorado.gov 12
The Official Site of the State of Colorado
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4.1.3 Log into CDB (Customer Data Base) —Enter your username and password

- )
. the people FPowerful Partrnerships
LU oo CoVernment

Login to Your CDB Account

Login: [—
Password: ||
Forgot my password

4.1.4 Select Customer

NiC==.
N B @

Heme Customers Reports
DASHBOARD

4,15 Select Users

NiC:=.

ARG

Home Customers Reports

CUSTOMER SUMMARY

General Information

Billing Information Home > Ci s » Customer Summary
éﬁem Customer Information

Pay Online
Customer Name: ABC Company Customer Number: 100361
Contact Name: Smith John Phone: 123-456-
Contact Email: johnsmith@abccompany.com Secondary Phone:
Status Code: Active Fax:
Date Activated: 08/27/2009 Customer Address: 123 Main
NIC Customer; Denver, C
Status Changed; 08/27/2009 USA
Primary NAICS Code: Secondary NAICS Code:

Aging Information

Balance 0-30 Days 31-60 Days 61-90 Days

Address Information

Address 1: 123 Main St
Address 2:

City: Denver
State/Province: Colorado
Postal Code: 80202
Country: UsA

Phone Information
Phone: 123-456-7390
Secondary Phone:
Fax:

Mahila:

13
Colorado Yegmetocoradogar
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4.1.6 Changing Users Password

Customer Administrator Account Management 2.0
05/01/2012

Locate the user from the list that you wish to reset the password for and click their ‘New Password’ link

[ Colorad
S
NIC= olorado
ABD S Q
Home  Customers Reports Logout
General Information Home > Customers > Custamer Summary > Users
Billing Information
Users Customer Information
EaylUniing] Customer Name: ~ ABC Company Customer Number: 100361
Total records: 2 page 1 of 1

Login Type

Customer Admin

Email

johnsmaith@abccompany .com

Phone Status
sctus

4.1.7 Reset Password Confirmation

First | Previous | Next | Last

A window will open with a new password, note the password and close the window. Be advised that once you close that
window you will no longer be able to see the password and will have to reset it again.

ey
NIC=:.

DHBRG

Home Customers Reports

General Information
Billing Information

Users ‘Customer Information
Pay Online

Home > Customers > Customer Summary > Users

Customer Name: ~ ABC Company

My Profile - jsmith

Colorado
(%]

Customer Number: 100361

Total records: 2

Login Type

johnsmaith@abccompany.com

page 1 of 1

Phone | Status

New Login Password

Login Name: jdoe
é [y Previous | Next | Last

Colorado Welcome to Colorado.gov
The Official Site of the State of Colorado

14
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5 Change General Information

This function allows the Customer Admin to change the general information for the company such as contact information.

5.11

Colorad:

Tiva Offciai Stato Wob Portal

Colorado.gov Homepage-Access Registered Services page

Colorado Business

Express

The quick and_easy way
in the State of Colorado.

=

to start a business

| Secretary
of State

re
Hickenlooper

s

d Work in Colorade
Search Colorad b
Bank
Work for tha State of
Colorado

£ Find a State Agency.

Get Connected

(&= Twitter

e Flicke

Provide
Feedback »

5.1.2

My
Neighborhood

Bl

Information

Colorado Rovised Statutes
Legal Topics |

act Information

tive Audio and Video
| A

rehived Sessions |

Help Center
Get Heip
Regiatored Servicos

Alerts

Traffic & Weather
Citizon Proparedanoss
state Agencies Ermergency Management
tate Agency Search
state Employes Directory,
Foodback

Homeland Security

Cyber security

212 1rwalih
511 Trammic
811 Dig

Registered Services Page-Access Account Management Page

Colorado
ue State Budget

State
Legislature

Search for a Current Legislative

hedules | Ballot

il | Legisiative Legal

e Auditor | Joint

Transparency
Online Project

Colorado Lottery
POWERBALL oa1nz012
20 22 39 46 49
Powarball: 25 ower Play:

MEGA mMILLIONS
043 71207

LOTTO 04182012
16 3a

94 07 o8 17

GAsIE 04182012
o on 1.7

View fulllottory results =

Colorado

Tho Officlal State Wob Portal

Access Registered ‘
Services |
} Register fo: rvices ‘

Account
Management

Colorado.gov Registration

Get Help
Stata Agoncies

Some of the online services offered to Coloradans by Colorado.gov are available only through
a process. with Colorad provides quick and expedient access to
fee-based services with the convenience of one monthly bill. If you want to save time and
money, keep track of searches performed within your office and have a simplified billing
process, become a registered user today!

« Why Reglster?
* Register Now

= How much time and money can you save by registering?
Calculate your savings. now!

Registration
Agreement

‘ New User Info Packet ‘
‘ Contact Colorado.gov ‘

Get Connected

B3 racenook
|k Twitter

oo Flickr

Provide
Feedback »

« This site uses Adobe PDF Technology.
o download a current version of Acrobat, please click on the following icon:

Help Center
Get Holp

Registered Services
State Agencles
State Agency Search

Alerts

Tratfic & Weather
Citizen Proparednoss
Emergency Management
Homeland Security

State Employes Directory, Cyber Security
Feedback
211 Hoalth
511 Tratfic
811 Dig.
©2012 State of Colorado T ContactUs  Policies

Colorado Lottery
POWERBALL 041872012
20 22 39 46 a9

Powerball: 25

Power Play:

1ONS

01 16 24 32 48
Mega Ball: 02 Megaplier: 04
MATCHPLAY

041772012
06 17 20 26 27 28

LOYTTO 04182012
04 07 08 17 19 38

CASHS 04/182012
02 09 11 17 27

View full lottory results »

Welcome to Colorado.gov
The Official Site of the State of Colorado

Colorado
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5.1.3 Log into CDB (Customer Data Base) —Enter your username and password

" the people
behind
eGovernment”

Login to Your CDB Account

Powerful Partnerships

foreGovernment™

5.1.4 Select Customer

NiC==.

Customer Administrator Account Management 2.0

HBG

Home Customers Reports

DASHBOARD

5.1.5 Choose Modify Customer

NiC:z=—.

BB

Home Customers Reports

General Information
Billing Information
Users

Pay Online

CUSTOMER SUMMARY

Home > Customers > Customer Summary

Customer Information

Customer Name: ~ ABC Company

Contact Name: Smith John

Contact Email: johnsmith@abccompany. com
Status Code: Active.

Date Activated: 08/27/2009

NIC Customer;

Status Changed; 0812712009

Primary NAICS Code:

Customer Number:
Phone:

Secondary Phone:
Fax:

Customer Address:

Secondary NAICS Code:

100361
123-456-7890

123 Main St
Denver, CO 80202
USA

Aging Information

Balance

61-90 Days

121+ Days

Address Information

Address 1:
Address 2:
City:
State/Province:
Postal Code:
Country:

123 Main St

Denver
Colorado
80202
usa

Colorado Yegmetocoradogar

05/01/2012

16



Colorado.gov

Customer Administrator Account Management 2.0
05/01/2012

The screen changes (as shown below) to allow user to make any desired changes. Once all changes have been made, please
select the ‘Submit’ button at the bottom.

NiCz. Colorado
ARG R

Home Customers Reporls

wﬂ

MODIFY CUSTOMER

A Modify Customer Home > Customers > Customer Summary > Modify Customer

Customer Information

Customer Name:* |ABC Company ]

Customer ID: 100361

Create Date: 08/27/2009

NIC Customer:

Status Code:™ Active []

Fist Hame:

Lastamer

Email:* [i i com ]

Primary NAICS Code: | I || Clickto Modify NAICS Code |
Secondary NAICS Code: | 1l | [Clickto Modiy NAICS Code |

The following section is optional, but f data is entered into this section the fields with an * are required.

Address Information

Address 1 [123Main st |
Address 2: [ |
City:* [Denver ]
State/Province:* | Colorado [=] ]
County:

Postal Code:"

Country: wsa [

The following section is optional, but if data is entered into this section the fields with an * are required.
Phone Information

Main”
Phone: [

Mo —

page —

Alternate Number 1: | ] iption: | ]

Alternate Number 2: | | Description: | ]

q}

Colorado Welcome to Colorado.gov
The Official Site of the State of Colorado
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6 Change Billing Information

This function allows the Customer Admin to change the billing information for the account.

6.1.1 Colorado.gov Homepage-Access Registered Services page

Colorado
e e

About Colorado

ov. John
Colorado Business Hickenloc
Express
The quick, and easy way to start a business
-ade

Saarch Colaratis joi}
Bank

‘Work for tha State of
Colorado

Find a State Agend

| Secretary
of State

o] My State
state News 16| Calendar Neighborhood Legislature
do Gonernl Assarabl Sqpret for & Carrent Lesinadve

Search for a bill tativas 1 & Galermars B -

gislative Council
Economics | Redistricting (
Gommittee:

[E=8

Committees
= Contact

Enter words to search for In the text nf

Colorado Rovised Statutos
About mion Information | Legal Topics |

Bills | Contact Information ate Auditor | Joint

Colorado Transpar
State Budget Online

Help Center Alerts Colorado Lottery
Got Help Traffic & Weather
Roglatered services Citizon Proparedncss

Twitter state Agencies Emergency Management

Agency search

e Fllcla
Fooabacik

Erovide 211 1walih

Feedback » LOTTO oatsz012
511 Trammie 94 07 o 17 19 38
811 Dig GABIE 04182012

(A e
View fulllottory results =

6.1.2 Registered Services Page-Access Account Management Page

Tho Officlal State Wob Portal

=
Colorado ey (B

| Colorado.gov Colorado.gov Registration
Registration
Some of the online services offered to Coloradans by Colorado.gov are avallable only through

d

— a process. with Coll provides quick and expedient access to

‘:*cce.ss Registered ‘ fee-based services with the convenience of one monthly bill. If you want to save time and

SULVACER money, keep track of searches performed within your office and have a simplified billing
‘ process, become a reglstered user today!
= EENCEH ‘ « Why Register?

« Reglster Now
Account
Management o How much tima and money can you save by registering?
Calculate your savings now!
[Ee || - T st uses Adobe por Technotosy.
el To download a current version of Acrobat, please click on the following icon:

‘ New User Info Packet ‘
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6.1.3 Loginto CDB (Customer Data Base) —Enter your username and password

® :
1" the people Powerful Partnerships
LOLCMNN (o cCoVerniment™

Login to Your CDB Account
T —
Possword: [ |

Forgot my password

6.1.4 Select Customer

NiC===.
®®

DASHBOARD

6.1.5 Select Billing Information

.o
NIC=
et

AR D

Home Customers Repors

CUSTOMER SUMMARY

G.er_|eral InforlTli_itloﬂ Home > Ci s > Customer Summary
illing Information

Users Customer Information

Pay Online
Customer Name: ABC Company Customer Number: 100361
Contact Name: Smith John Phone: 123-456-
Contact Email: johnsmith@abccompany. com Secondary Phone:
Status Code: Active Fax:
Date Activated: 08/27/2009 Customer Address: 123 Main
NIC Customer; Denver, C
Status Changed; 08/27/2009 UsSA
Primary NAICS Code: Secondary NAICS Code:

Aging Information
Balance 0-30 Days 31-60 Days 61-90 Days

Address Information

Address 1: 123 Main St
Address 2:

City: Denver
State/Province: Colorado
Postal Code: 80202
Country: UsA

Phone Information
Phone: 123-456-7890
Secondary Phone:
Fax:
Maohila-
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6.1.6 Select Modify Billing

NiC==.
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BB G

Home Customers Reports

BILLING INFORMATION

General Information

My Profile : jsmith

Logout

! Home > Customers > Customer Summary > Billing Information
Information

Users ‘Customer Information

Pay Online
Customer Name: ABC Company Customer Number: 100361
Contact Name: Smith John Phone: 123.456-7890
Contact Email: johnsmith@sbccompany com Secondary Phone:
Status Code: Active Fax:
Date Activated: 08/27/2009 Customer Address: 123 Main St
NIC Customer; Denver, CO 80202
Status Changed; 08/27/2009 uUsA
Primary NAICS Code: Secondary NAICS Code:
Apply Minimum Billing: No
Waive Service Fee:  No
Do Nt Invoice: No
Is Prepay: No

Invoice Payment Terms: 20

Invoice Template: Senice By Day

Option: Meiled Invoice

Address: John Smith
123 Main St

Denver, CO 80202
UsAa

Choose desired billing option and fill in the required information, once complete select the ‘Submit’ button.

NiCz—.

HBG

Home Customers Repors

S (%)

Logout
MODIFY BILLING INFORMATION

General Information
Billing Information
Users

Pay Online

Home > Customers > Customer Summary > Billing Information > Modify Billing Information
Customer Information

Customer Name: ~ ABC Company Customer Number: 100361

@ Credit Card Option

Credit Card:
Card Expiration Date: (mmiyyyy)
Card Type: —Cardtype — ~

® ACH Option (US Only)

Routing Number:

Account Number:

Account Type: —Account Type—  +
Customer Type: - Customer Type —— =
Bank Name:

@ Online Invoice Option

Email: Same as Main

O Mailed Invoice Option

Customer Name:*  ABC Company Same as Main
First Name:* John

Last Name:* Smith

Address 1 123 Main St

Address 2:

City:* Denver

State/Province:®  Colorado -

County: |-~ County - []

Postal Code:* 80202

Country* usA

Colorado Yegmetocoradogar
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7 Security Best Practices

7.1 SYSTEM MAINTENANCE

Maintain your systems with the most current security patches (aka Service Packs) from your system’s vendor. This will close
most of the known security holes. Limit the amount of services and applications you are running simultaneously. The more
services running, the greater the risk of exposing the system to exploitation. Finally, remove any programs or applications not
being used and defragment your hard drive on a regular basis to help your system’s overall performance.

7.2 PASSWORD SECURITY

Never store password as plain text or write down on paper. Use encryption utilities if you have to store the password in a file for
some reason. Do not share your password with your coworkers.
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